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STATINTL | Washington, D.C. 

-- ADEINISTRATIVE INSTRUCTION 7 28 January 199 
rey “NO. } ne a : ! 
: : SUBJECT: Group Hospitalization. 
STATINTL | | | | 

| 1, Administrative Instruction N subject: "Group Hos- 
Lea pitalization", dated 17 December 196 is rescindeds | 
De Current policies governing this subject will continue to te 
administered under the supervision of the Personnel Officer, 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
STATINTL 


Acting Executive 
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| CENTRAL INPSLLIGENCE AGENCY 
| : Washington, De Opa. i 
STATINTL 2 ADATNESTRATIVE _ | : oer 28 January 1919 
| ’ ‘SUBJECT: Group Hospitalization. 
| STATINTL are | | | 2 | 
Pree - 1. Administrative Instruction BE 22500: "Group Hos- 
= ‘ ‘3 _ pitalization", dated 17 December 19llots rescinded. | : 

| 2o Current policies governing this subject will continue to be 2 
administered under the s upervision of the Personnel Officer, 
ee “FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: : 
STATINTL | 
Acting Executive 
> tae DISTRIBUTION: ALL CIA %:PLOYRES 
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CENTRAL INTELLIGENCE GROUP 


G. 1.6. ammrsmearive one MM | 


GROUP JP HOS PITALIZATION 6 ee — % -STATINTL 
Reterences CIG Administrative Order -  STATINTL 


~STATINTL ° 


In accord: uco with en agreement with Group Hospitalization, © 


Inc., Vue STG Grou Hospi. talivation Unit, Employee Relations | 


Section, Personnel Division, Personnel, and Administrative 


Branch, is Koti atea effective this dates = , STATINTL | 


os Room 114, North Building, Extension 680, 


is appointed Group Treasurer. 


Taaeies ; applications for membership, and payments on contracts 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINTL 


- Colonel, AGD | . 
Executive for Personnel and Administration 
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RESTRICTED See a a eee | 
Octeber 196 ao CENTRAL INTELLIGENCE GRoup Dae aaa oe ea / 
ia ‘ By ee os eS 
‘ . Atyrrir TAU RtaD ire c. ; ; 
G. Te G, ADMINIS RTIVE ORDER STATINTL 


ORGANIZATION AND FUNCTIONS OF THE PERSONNEL DIVISION 
ens 


j 


Reference: Chences 4, to CIG Administrative Order a ee 7 
a 2 eel dated 3 September 1946 : STATINTL : 


Te ONGANTOATION. - BSS | . oa 
ES LEED ¢ iy é i 
There has been established, within the ..cministrative and — | 
Personnel Branch, a Personnel Jivision to be responsible for all . » % 
personnel manacement functions and protrams of CIG, There is 


hereby established within the Personnel Uivision the following 
operating” bections: 


Clussification and sclary Administration Section 
(activated) 

edical Services Section (activated) 

rrocurement and Assessment Section (activated) 
Trensactions and Records Section (activated) ; | 
Training vection (to be activated) 

deadeuarters and Headquarters Detachment (to be 
activeted) 

daval Coumand (to be activated) . 

Employee Kelations Section (to be activated) 
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Herewith are established the functions and responsibilities 
of the above Sections: 


. (a) Classification and Salary Administration Section: 
ery ncn stration Section 


sate (1) Evaluate the assivnment of duties and resyon- 
ibilities in. connection with the establishment and — gt 
classification of positions in the departmental and eee #8 ty 
field service, in accerdance with the provisions of the 
Classification Act of 1923, as amended. sage” 
+ . \ 

_ (2) Esteblish ond Lnintein formal written allocation 
Standards and svccifications of the Cuties and respon- _ 


Sibilities of positions, 


(3) Plan and effect a salory administration program, 
_ with special emphasis on excepted and unvoucnered positions. 


(i) Prepares studies and analysis of the utilization ~~ 
of personnel for use in comection. with organizational 
problems, A 
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(b) Medical Services Section: 
ae (1) Develop and operate an employees’ health : 
ve Begg pa program. ; . . 


en ee EE 


(2) Provide complete medical services for employees 
including physical examination and x-ray, and the treat- 
ment of illnesses and injuries incurred in line of duty. 


“4 (3 Onersite disnensaries and energency rooms. 
rt 4 re) rv) 


‘ 

; : _3 j 
(c) Procurenent and .ssescment Section: . io 
4 

4 


(1) Procure and assif¢n personnel required for 
domestic and foreizn operations, including militery and 
naval personel, Lisison with the ar Department and 
Nevy Department on the procurement of service personnel. 


(2) assist operating officials in the establishment 
of qualification criteria. 


(3) Serve as liaison with personnel procurement. Oy 
SOUrCeS » . 
- ee (lh) Plen, organize end conduct psychological assess- 

ment programs to evaluate the abilities and qualifications 

| i . of einployees and applicants, : 
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‘(d): Transaction end Records Section: . . ‘ 


| 
i 
| 
‘2 aa (1) Certify, post, file and maintain all personnel 
| files and records. 2. * 

(2) . Control the processing of all personnel actions 
and documents pertaining to domestic and foreign employees. . 


(3) Apply current Civil Service Rules and Regula tions 
oa te in the execution and processing of personnel actions and 
) ayes ees of Cocuments . : | 


(9) Training Section: 


(1). Organise and conduct orientation, on-the-job _ 
training and wost-enployment programs for foreign and... : 
domestic employees. j Cao . 


(2)° Plan and execute the orientation program fer 
employees. a ee 
(3) Prepare training end procedural manuels for all | eG 
types of personnel, including stenograpnic and clerical. |: 
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Cf) Headquarters and Headquartors Detachment: 
(1) Conduct administrative activities affecting all 
military personnel assigned for duty. 4 


(2) Establish and maintain necessary personnel. | 
records and disciplino, and install and maintain adequate. 
stores of supplies and equipment required by military 
personnel, in accordance with military regulations. . os at 


(g) Waval Command: 


. me | —a (1) Conduct administrative activities affecting.all _ of 
| - | naval personnel assigned for duty. , | 


sPa - 7 _ (2) Establish and maintain necessary personfiel _ 
| Bea records and discipline, and instell 2nd maintain adequate ; 
stores of supplies and equipment required by naval 
personnel, in accordance with naval regulations. 


(h) Employee Relations Section: ae | | — 


(1) Serve as licison between the employee and the 
; operating officials in connection with employee adjust 
1 i | ments. MRecomiend remedial action in morale cases 
involving the «gency and the employee e 


| a . (2) Conduct the efficiency rating program, in 
ape “accorannce with Civil Service rules and reguin tions. 


| (3) Plan and conduct welfare activities and serve 
| = . as licison with credit unions, hospitalization ‘and 

| insurance organizations, organizational drives and 

oe _ promotional activities, 


STATINTL. 


: . . oLonel, 
: > a4 Executive fer Personnel 
, , and Administration 
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